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Prepared by: Noel A. Pinnock, MPA, CPM

Performance Management Summary Workflow (AP 3-20)

START
Establishes annual 

goals/objectives 

Adjusts employee 

evaluation rating 

weights 

 with direct reports 

input

Discusses  

performance 

metrics and 

provides input to 

supervisor/manager

Meets with 

employee to 

discuss 

performance 

metrics

Develops 

departmental 

strategic plan or  

balanced score 

card

Employee’s evaluation plan must be aligned with the department’s 

goals/objectives, core values/competencies, and supervisor’s/

manager’s evaluation plan  

Works with 

employee to make 

adjustments as 

needed

Modifications

Required?

Reviews and signs 

the current year 

evaluation plan 

(SMART goals and 

behaviors/

competencies) 

Executes 

responsibilities as 

outlined in the 

evaluation plan to 

meet or exceed 

expectations

Monitors 

employee’s 

performance and 

provide on-going 

feedback

Meet with employee at least quarterly to discuss and document performance progress 

(new employee performance is reviewed at five (5) and eleven (11) months during his/

her probationary period)

Reviews 

employee’s 

evaluation plan for 

any modifications to 

goals/objectives or 

behaviors

Modifications

Required?

Modifies evaluation 

plan and discusses 

with employee as 

needed (collect 

feedback) 

YES
NO

Short and Long Forms may be calibrated

REVIEWING AUTHORITY

Reviews and signs 

employee’s final evaluation 

and returns it to the 

supervisor/manager

Conducts annual 

evaluation review 

with no year-end 

surprises and 

obtains reviewing 

authority’s initial 

feedback

Provides input to 

supervisor/manager 

on his/her 

achievements

Modifications

Required?

Submits employee’s  

final evaluation to 

his/her reviewing 

authority and 

obtains his/her final 

feedback 

YES

END OF EMPLOYEE PERFORMANCE REVIEW PERIOD

NO

NO

YES

SUPERVISOR/MANAGER

Prepares copies of final 

evaluation and distributes 

to the employee and HRD 

for filing and data entry

SUPERVISOR/MANAGER

Begins to draft new 

evaluation plan as new 

annual goals/objectives are 

being established by 

director and direct reports 

Beginning of 

Performance 

Review

Workflow Legend

Throughout 

Performance 

Review

End of 

Performance 

Review

HRD

Receives final evaluation  

and populates scores in 

SAP for documentation 

purposes

* Employees may seek to address unresolved performance management issues using one of the City’s dispute resolution alternatives (i.e. ECRP, Grievance, etc.) 

NO

Agrees with final  
annual rating* & 

new plan  

YES


